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[bookmark: _Toc214467073]Task 1 (a): Report on Essential Academic and Employment Skills
In today’s job market, employers are looking for people who have both strong academic knowledge and employability skills. These skills are important for getting a job, keeping it, and doing well. For my future career as a business manager, developing these skills will help me become more confident, flexible, and professional.
Essential Academic Skills
Basic academic skills form the foundation for any career. These include reading, writing, math, science, speaking, and listening. Employees with these skills can understand instructions, analyse information, and explain ideas clearly. Reading and writing help prepare reports and documents, while good communication ensures teamwork and cooperation. Academic skills also help employees learn new things and improve over time.
Higher-Order Thinking Skills
Employers also value people who can think critically and solve problems. Higher order thinking skills include learning, reasoning, decision-making, creativity, and problem-solving. These skills help workers adapt to changes, solve challenges, and find new solutions. Using technology and information effectively also depends on thinking skills, making employees more capable and independent.
Personal Qualities and Employability Skills
Personal qualities such as responsibility, self-confidence, teamwork, adaptability, and motivation are also very important. Workers with a positive attitude and good habits, like being punctual and reliable, build trust with colleagues and managers. These qualities help create a positive and productive workplace.
Employability skills can be learned and improved through education, practice, and experience. By combining academic skills, thinking skills, and personal qualities, I can become a skilled, confident, and adaptable professional in my chosen career.
[bookmark: _Toc214467074]Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
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The similarity report shows a 30% similarity index, mainly from internet sources and student papers. This suggests that some parts of my work may contain phrases similar to existing materials. To improve originality, I will rephrase key sections and check citations. This reflection helps me recognise the importance of using my own academic voice and developing stronger paraphrasing skills. Additionally, reviewing the similarity report helps me understand how academic integrity is assessed and why originality is essential in my work. It shows that hight similarity does not always mean intentional copying, but it highlights areas that need clearer expression. Moving forward, I will revise my drafts more carefully and ensure that ideas from external sources are properly synthesised and referenced.


[bookmark: _Toc214467075]Task 2: Collaborative Mind Map and Individual Poster
[bookmark: _Toc214467076]Mind Map (Collaborative)
Mind Map Link: 
https://app.mindmup.com/map/_free/2025/11/09d41580c00c11f0a94083102a447b1f
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Poster (Individual)
Poster Link: https://www.canva.com/design/DAG5E1inuNY/z2ywvEDs2spV-IDTSXxaLg/view?utm_content=DAG5E1inuNY&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=h26121398ba
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Both the collaboration mind map and the individual poster are useful. The mind map helps to share ideas and develop teamwork skills, while the individual poster shows personal understanding and creativity. Together, they balance group learning and independent thinking.


Task 3: Virtual Collaboration and RefWorks
Virtual collaboration has become an essential element in modern organisations because it provides a wide range of benefits that support productivity, flexibility, cost-efficiency and global connectivity. One of the primary advantages is the improvement of productivity within teams. Digital collaboration tools allow team members to work simultaneously on shared documents, communicate instantly, and access information in real time. These features help reduce delays and streamline workflows, resulting in faster task completion and more efficient communication [1]. When information is stored in centralised platforms, teams avoid confusion caused by multiple document versions and dispersed communication channels, which further enhances productivity [2].
Another significant benefit is flexibility. Virtual collaboration enables employees to work from different locations and choose working hours that fit their schedules. This flexibility reduces commuting time and offers a better work–life balance, which can increase job satisfaction and overall engagement [3]. As employees gain more control over their working environment, employers often see improvements in motivation and performance.
Virtual collaboration also allows organisations to access a global talent pool. Instead of being limited to one geographical area, companies can recruit individuals with diverse skills and cultural backgrounds. This diversity encourages creativity, innovation, and broader problem-solving approaches [4]. Global virtual teams can operate across time zones, which supports continuous progress on projects and enhances overall organisational efficiency.
Cost reduction is another key advantage. Organisations with virtual teams require less physical office space, fewer utilities and lower maintenance expenses. This leads to long-term financial savings, making virtual collaboration an attractive option for both small businesses and large corporations [5].
In addition, virtual collaboration contributes to environmental sustainability. Remote work decreases commuting, lowers energy consumption in office buildings, and reduces the organisation’s carbon footprint. These environmental benefits align with modern corporate responsibility goals and global sustainability efforts [6].
Finally, virtual collaboration can strengthen communication and trust within teams. When used effectively, digital communication tools support continuous interaction, transparent decision-making and stronger team relationships. Trust is essential for virtual teams, and regular digital communication helps maintain team cohesion and shared understanding [7].
Overall, virtual collaboration offers numerous benefits that support organisational performance, employee well-being, sustainability and global competitiveness.
Reference List:
[1] M. Gibson, “The Advantages of Virtual Teams,” IEEE Engineering Management Review, 2020.
[2] S. Ali and R. Tretiakov, “Enhancing Productivity of Virtual Teams Through Collaboration Technologies,” International Journal of Information Management, 2021.
[3] L. Purvanova and M. Kenda, “Virtual Teams: A Review of Current Literature and Future Research Directions,” European Journal of Work and Organizational Psychology, 2020.
[4] K. Hertel, S. Konradt and B. Orlikowski, “Managing Trust and Communication in Virtual Teams,” MIS Quarterly, 2020.
[5] A. DeRosa, “Reducing Operational Costs with Virtual Workforces,” Journal of Business and Psychology, 2019.
[6] R. Singh and D. Holton, “Environmental Impact of Remote Work and Virtual Collaboration,” Sustainability, 2021.
[7] M. Gibson, “The Advantages of Virtual Teams,” IEEE Engineering Management Review, 2020.


Task 4: E-Portfolio Creation and Evaluation
Below is the link to my online e-portfolio created for this assignment. The e-portfolio includes a title page and separate pages for each task, with all content accessible to the tutor.
E-Portfolio Link:
https://sites.google.com/view/dzhenifer-portfolio-2025/home
Illustrative Review of E-Portfolio tool Selection
Screenshot 1- We go to the website and choose to create a new Blank Site
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Screenshot 2- After that, we create a title page and make it as we need[image: ]


Screenshot 3- Now we create as many pages as we need
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Screenshot 1- Title Page[image: ]
Screenshot 2- Task 1(a) Page[image: ]
Screenshot 3- Task 1 (b) Page[image: ]



Screenshot 4- Task 2 Page
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Screenshot 5- Task 3 Page
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Screenshot 6- Task 4 (Illustrative Review)[image: ]
I created my e-portfolio using Google Sites because it is simple to use and allows me to organise my work clearly. The drag-and-drop layout helped me build each page quickly, and I was able to add text, images, and links without any difficulties. Google Sites also saves everything automatically, which made the process easier and reduced the risk of losing my work. Another reason I chose Google Sites is that it works well on different devices. This means my tutor can view all pages properly on a laptop, tablet, or mobile phone. I also found it useful that Google Sites allows me to insert documents from Google Drive, such as my posters and written tasks. Overall, Google Sites was a practical and accessible tool for creating my e-portfolio, and it supported me in presenting my work in a clear and professional way.

Reference:
Robinson, J.P. (2000) The Workplace: What Are Employability Skills? Alabama Cooperative Extension System, Auburn University. http://middletowncityschools.com/media/user/resources/Information_Grade9_EmployabilitySkills.pdf
Duke University Medical Center Library & Archives. (n.d.). RefWorks. Retrieved November 10, 2025, from https://guides.nyu.edu/refworks
Open University. (n.d.). Hybrid working: Starting in the workplace. Retrieved November 10, 2025, from https://www.open.edu/openlearn/money-business/hybrid-working-starting-the-workplace/content-section-7
Open University. (n.d.). Hybrid working: Digital communication and collaboration. Retrieved November 10, 2025, from https://www.open.edu/openlearn/digital-computing/hybrid-working-digital-communication-and-collaboration/content-section-6.2
Jisc. (n.d.). Getting started with e-portfolios. Retrieved November 10, 2025, from https://www.jisc.ac.uk/guides/getting-started-with-e-portfolios
University of Bristol. (n.d.). Good practice guide: E-portfolios and assessment. Retrieved November 10, 2025, from https://www.bristol.ac.uk/media-library/sites/law/migrated/documents/goodpract.pdf
University of New South Wales (UNSW). (n.d.). Assessing e-portfolios. Retrieved November 10, 2025, from https://www.teaching.unsw.edu.au/assessing-eportfolios
Zarifsanaiey, N. (2019). E-portfolio-based learning: Implementation and evaluation. ResearchGate. Retrieved November 10, 2025, from https://www.researchgate.net/publication/331047859_E-portfolio_based_learning_Implementation_and_evaluation
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Task 1: Essential Academic and Employment Skills for the future career Path

Task 1 (a): Report on Essential Academic and Employment Skills

In today’s job market, employers are looking for people who have both strong academic
knowledge and employability skills. These skills are important for getting a job, keeping
it, and doing well. For my future career as a business manager, developing these skills
will help me become more confident, flexible, and professional.

Essential Academic Skills

Basic academic skills form the foundation for any career. These include reading, writing,
math, science, speaking, and listening. Employees with these skills can understand
instructions, analyse information, and explain ideas clearly. Reading and writing help
prepare reports and documents, while good communication ensures teamwork and
cooperation. Acadenic skills also help employees learn new things and improve over
time.

Higher-Order Thinking Skills

Employers also value people who can think critically and solve problems. Higher order
thinking skills include learning, reasoning, decision-making, creativity, and problem-
solving. These skills help workers adapt to changes, solve challenges, and find new
solutions. Using technology and information effectively also depends on thinking skills,
making employees more capable and independent.

Personal Qualities and Employability Skills

Personal qualities such as responsibility, self-confidence, teamwork, adaptability, and
motivation are also very important. Workers with a positive attitude and good habits, like
being punctual and reliable, build trust with colleagues and managers. These qualities
help create a positive and productive workplace.

Employability skills can be learned and improved through education, practice, and
experience. By combining academic skills, thinking skills, and personal qualities, | can
become a skilled, confident, and adaptable professional in my chosen career.
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Task 1 (b): Evaluation of Task 1 (a) based on Similarity report
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The similarity report shows a 30% similarity index, mainly from internet sources and
student papers. This suggests that some parts of mywork may contain phrases similar to
existing materials. To improve originality, | will rephrase key sections and check citations.
This reflection helps me recognise the importance of using my own academic voice and
developing stronger paraphrasing skills. Additionally, reviewing the similarity report helps
me understand how academic integrity is assessed and why originality is essentialin my
work. It shows that hight similarity does not always mean intentional copying, but it
highlights areas that need clearer expression. Moving forward, | will revise my drafts more
carefully and ensure that ideas from extemal sources are properly synthesised and
referenced.
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Task 2: Collaborative Mind Map and Individual Poster

Mind Map (Collaborative)
Mind Map Link:

https://app.mindmuy,
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Poster (Individual)

Poster Link: https://www.canva.com/design/DAGSE1inuNY/z2ywvEDs2spV-
IDTSXxalg/view?utm content=DAGSETinuNY&utm campaign=designsharefutm medium=link2&ut
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Both the collaboration mind map and the individual poster are useful. The mind map
helps to share ideas and develop teamwork skills, while the individual poster shows
personal understanding and creativity. Together, they balance group learning and
independent thinking.
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Task 3: Virtual Collaboration and RefWorks

Virtual collaboration has become an essential elementin modern organisations because
it provides a wide range of benefits that support productivity, flexibility, cost-efficiency
and global connectivity. One of the primary advantages is the improvement of
productivity within teams. Digital collaboration tools allow team members to work
simultaneously on shared documents, communicate instantly, and access information
in real time. These features help reduce delays and streamline workflows, resulting in
fastertask completion and more efficient communication [1). When information is stored
in centralised platforms, teams avoid confusion caused by multiple document versions
and dispersed communication channels, which further enhances productivity [2].

Another significant benefit s flexibility. Virtual collaboration enables employees to work
from different locations and choose working hours that fit their schedules. This flexibility
reduces commuting time and offers a better work-life balance, which can increase job
satisfaction and overall engagement [3]. As employees gain more control over their
working environment, employers often see improvements in motivation and
performance.

Virtual collaboration also allows organisations to access a global talent pool. Instead of
being limited to one geographical area, companies can recruit individuals with diverse
skills and cultural backgrounds. This diversity encourages creativity, innovation, and
broader problem-solving approaches [4]. Global virtual teams can operate across time
zones, which supports continuous progress on projects and enhances overall
organisational efficiency.

Cost reduction is another key advantage. Organisations with virtual teams require less
physical office space, fewer utilities and lower maintenance expenses. This leads to long-
term financial savings, making virtual collaboration an attractive option for both small
businesses and large corporations [5].

In addition, virtual collaboration contributes to environmental sustainability. Remote
work decreases commuting, lowers energy consumption in office buildings, and reduces
the organisation’s carbon footprint. These environmental benefits align with modern
corporate responsibility goals and global sustainability efforts [6].

Finally, virtual collaboration can strengthen communication and trust within teams.
When used effectively, digital communication tools support continuous interaction,
transparent decision-making and stronger team relationships. Trust is essential for
virtual teams, and regular digital communication helps maintain team cohesion and
shared understanding 7).

Overall, virtual collaboration offers numerous benefits that support organisational
performance, employee well-being, sustainability and global competitiveness.
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Screenshot 3- Now we create as many pages as we need
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Screenshot 2- Task 1(a) Page

Screenshot 3- Task 1 (b) Page
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Screenshot 4- Task 2 Page
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Screenshot 6- Task 4 (Illustrative Review)

I created my e-portfolio using Google Sites because itis simple to use and allows me to
organise my work clearly. The drag-and-drop layout helped me build each page quickly,
and | was able to add text, images, and links without any difficulties. Google Sites also
saves everything automatically, which made the process easier and reduced the risk of
losing my work. Another reason | chose Google Sites is that it works well on different
devices. This means my tutor can view all pages properly on a laptop, tablet, or mobile
phone. | also found it useful that Google Sites allows me to insert documents from
Google Drive, such as my posters and written tasks. Overall, Google Sites was a
practical and accessible tool for creating my e-portfolio, and it supported me in
presenting my work in a clear and professional way.
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Task 1a

In today's job market, employers are looking for people who have both strong academic knowledge and employabilty skills
These skills are important for getting a job, keeping it, and doing well. For my future career as a business manager, developing
these skills will help me become more confident, flexible, and professional

Essential Academic Skills

Basic academic skills form the foundation for any career. These include reading, writing, math, science, speaking, and
listening. Employees with these skills can understand instructions, analyse information, and explain ideas clearly. Reading and
writing help prepare reports and documents, while good communication ensures teamwork and cooperation. Academic skills
also help employees learn new things and improve over time

Higher-Order Thinking Skills

Employers aiso value people who can think critically and solve problems. Higher order thinking skills include leaming,
reasoning, decision-making, creativity, and problem-solving. These skills help workers adapt to changes, solve challenges, and
find new solutions. Using technology and information effectively also depends on thinking skills, making employees more
capable and independent

Personal Qualities and Employability Skills

Personal qualities such as responsibility, self-confidence, teamwork, adaptability, and motivation are also very important
Workers with a positive attitude and good habits, like being punctual and reliable, build trust with colleagues and managers.
These qualities help create a positive and productive workplace:

Employabilty skills can be leamed and improved through education, practice, and experience. By combining academic skills,
thinking skills, and personal qualities, | can become a skilled, confident, and adaptable professional in my chosen career.
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“The similarity report shows a 30% similarity index, mainly from intemet sources and student papers. This suggests that some parts of my work may contain
phrases similar to existing materials. To improve originaliy, | il rephrase key sections and check citations. This reflection helps me recognise the importance of
‘using my own academic voice and developing stronger paraphrasing skills. Additonally, reviewing the similarity report helps me understand how academic:
integrity is assessed and why originality is essential in my work It shows that hight simiiarity does not aiways mean intentional copying, but t ighiights areas
that need clearer expression. Moving forward, | willrevise my drafts more carefully and ensure that ideas from external sources are properly synthesised and
referenced.
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